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Introduction

Mobility Tool+ is an Information System that allows Erasmus+ Beneficiary Organisations to access and
manage their project's information, request individual participants' reports and submit final reports to
their National Agencies. Erasmus+ National Agenaigo use Mobility Tool+ to monitor and validate the
projects information entered by Beneficiary Organisations at any time from anywhere.

Mobility Tool+ is designed, developed and maintained by the European Commission being used by
Erasmus+ Beneficiary ganisations and National Agencies involved in decentralised projects.

Each Erasmus+ key action is divided into different action types depending on the intended programmes
objectives and target groups. Activity types theréimther divide such action types into homogeneous
groups of participants encoded as mobilities within Mobility Tool. Mobilities represent the sending of a
particular individual from an origin country to a destination country typically within the setasniirs+
programme countries. Depending on the activity type concerned each participant in an Erasmus+ mobility
is entitled to receive funds for travel, individual support, special needs, exceptional costs, etc. Mobility
tool allows Beneficiary Organisatiotismanage all this information in a coherent and meaningful manner.

Strategic partnerships' projects are also supported by Mobility Tool. Although not managing pure
mobilities such projects need to be managed in temof the outcomes and results they produce especially
for those projects mostly concerned with development of innovation. Therefore Mobility Tool provides all
needed functionality to create and manage a KA2 project allocation of funds for project managgmden
implementation, transnational project meetings, intellectual outputs and associated multiplier events and
individuals participating in learning, teaching and training activities, the latter mostly relevant for projects
targeting exchanges of practieeThe filling in and submission of final report by Beneficiary Organisations
and subsequent validation by National Agencies is also available for KA2.

The management of the project and its contents is the respoitgibil the Beneficiary Organisation users.
Contacts defined in the electronic application form as contact persons and legal representatives for the
applicant/beneficiary organisation will automatically have access to their corresponding projects in
Mobility Tool+ This happens when the project's data is submitted fda Project Management System
National Agency users can also have access to Mobility Tool+ for monitoring and validation purposes.



How to get access

 How to get access to the mobility tool
o0 Contact person from the beneficiary or coordinating organisation
0 Incorrect email address for contact person
o National Agency User

Contact person from the beneficiar y or coordinating organisation

Those persons who are indicated as the project contract person of the beneficiary or coordi
organisation in theNAs Project Management Systaewil automatically be given access to MT+. Thi
usually the same detaiss entered in the application form, unless changed during the selection pra
The email address associated with this contact person will receive the notification from the syster
the project is created in the Mobility Todlhis contact person witle able tocreate new contactsvith
or without access to edit the project details in MT+.

Incorrect email address for contact person

If the incorrect email address is used for the project contact person, the National Agency should
the email addres inthe NAs Project Management Systemd resend the data to MT+.

National Agency User

Contact your local MT+ National Agency Administrator (NA Admin) to gain access. If there is
Admin please create an issueNW\UAMto nominate a user asT+ Naional Agency Administrator.



Login

This page explains how to log inMT +using ECAS. An email notification will be sent to the project contact
on creation of the project in the mobility tool.

Select the "External” domain.
Log In.

Password lost?

Create a new ECAScount.

Help (Frequently askeguestions).

= =4 =4 =4 =4

Select the "External” domain.

The correct domain must be chosen before logging in. The correct domain for those working
National Agency or those indicated as the project contact of the beneficiary or coordinating organ
must doose the domairexternal To change the domain &xternal click theCHANGE IGutton.
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n EUROPEAN COMMISSION AUTHENTICATION SERVICE (ECAS)

o0 Serece § Lope

ECAS authenticates your identity on European
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https://webgate.ec.europa.eu/eac/mobility/index.cfm?fuseaction=user.main

A list of several options will appear. Select Exdernaldomain.

— W
Where are you from?

i the Eurppean Comimeeser ECA
Poves the Iltuten of body for wduch you wart £ 6 . Choose “Tatursal” 1 you don't werk for & Europesn eRULON & body, O . We2'

IF ot aren't murn, select the "] dom ) know? " opton for help

finer by

Log In.

Enter your ECAS Usernameor your e-mail address and yourECAS Password This mustbe the same
e-mail address as used by the-eail notification informing you of your access. If you do not use th
same email address, you will not gain access to the project information.

ECAS authenticates your identity on European
Commission websites

LOGTINW!




Once you entered your ECAS Username and PassglicidtheLOGIN!button.

ECAS authenticates your identity on European
Commission websites

LOGIW

Password lost?

If you have lost youECAS Passworor you need to create a new one, click the hyperlirdst your
password?and follow the instructions.

ECAS authenticates your identity on European
Commission websites

LOGIN

Create a new ECASccount.



In order to create a new ECAS account, click oiCtieate an accourtyperlink and follow the instructions

ECAS authenticates your identity on European
Commission websites

LOGIW

Help (Frequently asked questions).

If you need help or neetb check the frequently asked questions, click bhep hyperlink.

ECAS authenticates your identity on European
Commission websites

External




Automatic notifications

Notifications by default will be sent to the project contact of the beneficiary organisation as indicated in
the NAs Project Management Systefrhe person who receives notifications can be changed in MT+ by
indicating another contadrom the beneficiary organisation as tfieeferred contact The notification by



default is sent out in English and may also be sent out in the language of the National Agency if the
translation of interface has been done for that language.

Creation of project in the Mobility Tool

On creation of a project in MT+, a notification will be sent to the project contact person o
beneficiary organisation. The email notification provides instructions on how to login in to MT+
ECAS. If you do not haaa ECAS account follow the instructions to register in ECAS first.
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Project Update

When the project data has been updated in MT+, a similar message to the one below will be sen
project contact. The project contact is indicated as Breferredcontactin MT+ and can be changed
another contact of the beneficiary organisation.

From: rvgibes-val-Ba-de i dod e
Sents Monday, Decarmber 0
Toi Den
Swbifnct: Mobdty Todl - Project update |

e, s [l rephes-wil-be-dscirded oL strapa o)

Dear Hen,

Your project has been updated in Mobility Tool with new information on 07-DEC-15
Project details

EC Project Number: 2014:1-UK01.KA201-000229 a

National Project Number: 28020673

Project ttale: Once upon an Emsmus Tale (Tadatonal Ans 2od Langeages acsoss Eusope)

Be aware that the changes sppear in the Mohility Tool for information caly. [t is your respossibiility to adapt the project information in accordance with these changes. if necessary

Please comtact your Natsonal Agency if you need fusthes infoemation o suppon
Agenoe Eryamms+ France - Education Formation

This i & systesn generated mesnage from Mobility Tool. Please do not seply

Menu and Navigation

1 Home page.



I Change the language of the interface

9 Difference between thenenufor KA1 & K3 anfbr KA2.

9 Return to the home screen.

Home page

Explanation and illustration

Once loggedh to the tool:

PN PE

The home page displayed.
A brief definition of the Mobility Tool is displayed.

Another subwindow allows you to quickly consult tiobility Tool - Guide for Beneficiaries.
The objective of this section is to provide an overview of all projects that your organis
are/were involved in. Th@&roject Listdisplaysongoing projects the projects for consultation
only (you have only view access to these projects),fthished projectsrelated to Erasmus+

and Lifelong Learning programmes.

5. The project references are listdry the Grant Agreement NoClick on the reference to open

project.

Walcame 1o Mcbildy Tool+

Mobility tog] <o imsmestamnns
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Change the language of the interface.
Explanation and illustration

The current language is displayed at the top of the window. In thisEEl$er English Click orchange
language

A popup window displays the possible languages to select. Note that there is only one lan
instance (for example: German aRdench).

:\.‘.'.c;l.llilii;'.t(l)‘(')'l LAC. Ubmenaahe umotsd Vo Ftumtumn et (ot

Waelcome to Mobility Tool+

O Avout me 1ol

Neveai n.

:.' .l Language sslecior

Difference between the menu for KA1 & K3 and for KA2.
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Explanation and illustration

The tabs for KA1 &A3 ardifferent than for the KA2.

The Tabs for KA1 RA3 are displayed in a structure that organizes the mobilities managensde
the Mobilities tab.

TheDashboardentry is currently available only for KA103 and KA107 projects. As of MT+ 2.5 the
also adashboard for VEKA102, KA109, KA116, KA202.

Europesa Commissien

M ob“ity tool E101 Grook Siafe Scholsrshep's TFoundstion (IKY)

F‘rcx—:-:(lv:‘&ﬂF:’.Dl:11.:33' Dheate Mo Catibes r r PRI ] =

The Tabs for KA2 are displayed in a structure that splits different activities and manageme
options between various tabs.

furopean Commission

M obi ' ity tool EAC Dunctorsle-Gennral for Educstion snd Cullure
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Mobility Tool+ Release 2.5.0 introduced a new field calle®roject Main Objective in the project
details screen for2016 KA2 Strategic Partnerships . If a project's main objective ig€£xchanges of
Practices then project tabsintellectual Outputs and Multiplier Events will not be available.

Project Details

Context information Project information ﬁ Project Access

Programmne Eoemuas Geam Agresment Mo 2016 1 FRIMA . LZEN IMer's tode s peogact; Advs

Koy Action: KAZ - Cooperaton e nacsanes sl the exchange of Naiosol IDx ACCess 10 Progoct Ed Accans ts Paapar

§eCO e —
Progect Title: Pyzpest - sarerm patasrse) Pragwct is Soched. )

Action T KAQTY - Errateps Pamveships i schael aducition
on Frpe P Pamhg ol aducH Praject Acvamyer: PR2

Catt Yoar JU%
. Project Sienus Foflom o2

Novons 3 ool boworm regom (¥ History information
St of Prajear D10

[I'mml Wain Otnectivn: Exxtanges of Pr ﬁ».-]
il of Peoject 24082015

Crumted] by A it

Project Dueation jmosthey 38 Craoed en: 9
Bensficiary Organisation information = Wpdaind bry: Jocok Sobastms LA
Updated on: 29917016 0% 40 1)

National Agancy G S1220004 7

Lapal Name Conmanmds Evemes de Lrréges
Nerional acy 1551 - Agence Erparvens Trance ! EAcsser
Forvat Aqeacy ? Bemtrons Mharem: Coseenatants Eremacs i Lisages
St

For Aettr Ontady abont your Mational Agency. plesse conmt the Full lngel aau (National Language)

Strwryg sage
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If the main objective of the Projet is Development of Innovation the tabsMultiplier Events and
Intellectual Outputs will appear.

Project 20 "3-‘--"9[‘!'"-‘-::ll-?:‘l’i:l? [ et mar1g 2 [ Wl iegs . 21a01e

Project Details

Context information Project information Project Access
Programene Tiasmes G Agrewmmmm M. 20763 FHETKATDY 022508 Lnar's rode I prodest; At
Koy Actom XAJ - Conpetamen %6 ynavaton and the enciange of Matlesral 10 Accom 16 Projecs Eot Access to Fisgsct

0 (VOCta _
» Priggact Tifhe: st 201 Prufecs ix loched: []
Scthon Type: KANDY - Sumege Parreriiugs S actont ecaton .

Progect Acromyrm: 204
Calt Yoar: 2008

Progect St * chew-sp

Risne: 1 [ru-,mum. Otjective: Dmwiazewst of -,.:.r_:.-] History information
Start it Prajecs 1887016
el of Pagject: 310070 Croeood bry: NA S
Projact Daration gmonmha): % BO"BM‘&IW W‘Wm Infarmation (o= Crosced om 1WETT00 12 109
Updated by M4 St
PIC: ST Uprditadd aoe: JTOT0N Mas M
Natonal Agancy Lugsl Manve: UNVERSTE PARS SL0

Dniness Nome (5500
Nastusal Ageecy: FRO1 - Aguste Essernis¢ Frosts / Edotaten
. Fall lngal naave (Nasasal Lasgeage)
o
Coda: F PARISEN
Fur hether dulads stead your Haturd Aguezy, ases sivsed o Esmamens C e

Cdcan) page

Return to the home screen

Explanation and illustration

Return to the home screen by clicking on theome icon.

Eutopean Commisvion

M Obillty tool EAC Dwectorate General for Education and Cutture

Project 2015-1-PLO-KAR01-D16343  Owans
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List functionalities

This page explains the common list functionality that are seen throughout MT+, for example the
Organisations and Contacts tabs. The icons used to sort or export the list remain the same for each screen
as well as the icons to edit, delete and view theiten.

Search.
Selection.
Export.
View.

Edit.
Delete.
Back to list.

= =4 =4 =8 -8 -8 -4

Search.

In order to findinformation quickly in each tab of the menu, type, for example, riame of the
organisation in theSearcHield.

The result will appear in the list.

Pasticipating Organisation Rode Total Amount (Adjusted)

I Q Szkoia Podstawowa im Menryka Sionbeescza w Obiegorky Bensficiary 1500 08 € ]

Toead 1.600.00 ¢

15
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TheSelectionoption allows you selectingr de-selecting albetail lines.

G ]

By clicking on the radio button, you can select following optiétisNONEor inverse

e

In the example belowthe optionAll is selected.

(o)
»
Public
Bonelickey Coordinator Partner PI( Legal Name Departmentody Mo guolit Coontry Chy Ralw
Srkela Prdstywowa im Hem
° v % x SIS NSO W Py v x Paiana Otggaek Baneficary
Seasbamrc2a w Otidgraiy - -
o |x x v S40BSILLY  Vaapkummun Yook v v Fintana Vaapkoaki Partnwe
O su
x SL0GE8450  wtcte dlimentmre débot-Cure Frasce o Partree
x v v v F :
e
® |x » v S2TINEY  RX Bassschost Bemardus " v Nethadands Saasweie Partner
N x SYHITH  Scasls Grmansls Lunca Pescam e Pasca Partnee
o v P v v R ;
x x WN2HS46058  CEWP Cudad de Vilencia Span Mact=el aine
Vv NS CEPC v v S5 " P
X » MW Arraskuian x - Sawter Sale darties
° v 2mTaN A 5 5 |
R - - Unted
® |« v x MAZTEIE  Thewe Legoed Cross Frst School v v K 4 Vidmbarms Coorangtor
Gngriom
— v
0 |28
Depending on the tab, where you select data, the butieterecordsappears.
N > >
Legal Neme No. of Parscipants With Special Neads Description Total Cost
- Srials Podstawows = Hervyka Senkeseczs w Obfegortiu 2 Specisl rweds asrad wWoone
Sriala Podstawowa s Henryha Senkwwcaa w Otegoria 1 Special reeds S0
otal 150.00 €
0|25 ¥
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Export.

TheExportbutton allows you exporting your selection and choosing a format amongst the three follc
options:PDF FileXLS fileor CSV file

In the example below th@DF Filéormat has been clicked.

A popup message will appear allowing you to open the pdf file.

You have chosen to open: '
ﬁ.' organisation.pdf ‘
which is: Adobe Acrobat Document
from: http://cf@eactl.cc.cec.euint:6086

What should Firefox do with this file?

O Qpen with | Adobe Reader (default) v

________ : I

) Save File |

Do this automatically for files fike this from now on.

' [OK]iCmcel‘w

18



View.

To viewthe details of dine, click the view icon.

Ueeting Receiving Avcubring  Mamber of Tetal Tewal
=3 Neetng 11 Tate Start Dt Do Dade  Hocabelsg Osganissson Courary Ciny Pamticiparms (Calcutatd) (A st}
LT ARG { DenET I rewe Medryraatees) | =
™t O ESN1E - TN Awared Mxh, 15 050 € 20000 €
O Iemasen X o Mtz ybaitirowe) Wyrvarry ANAWOY - cne . 3 20000 ’
Toul 15 A e MM«

Edit.

To editthe detalils line, clickthe pencil icon.

Meeang Necoiring Recervagy Nurber of Tetal Tetnl
2 Meeting 10 13te Staet Dase Lot Dade  Rocwlving Organication Country Cwy Participasn [Caleutanad) (Ad e}
0803 Spmmryvreres Medsynassdoay) | - ATy = = A
™Mt o LR e g P A - § WaTs 0 e SN0 E
PN 20001 v o IV Aatryhatumiwe) Wty ANAWO) 2 ver e — L harsm .
Totsl 1% arsm« LNt

A window showing details will open. Here the fields can be edited.

wawwt Transnational Project Meetings

Mewtag © Mestrg Tite

GI002-TPM-0000 ™31
Prijoct Dusasion eI 1.
Start Date £50 Date

OMGST01E b 200172015 ]
Arc rroag Orgarmatem Recwswy Cramtry Racramiy C oy

Flowariyszenie Miedsyrarcoowe) | Misdzyhuntiuros = PFotane - Michalowo

Cances
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Delete.

To deletethe details line, click the bin icon.

Ueeting Receiving Avcubving Pearmber of Total Tl
Newting 1) Tate Start Dt Dol Dade  Hocabelsg Osganissson Comgrmry Ciny Paticiparm (Calcutated) (A st}
O e TW! o wmaws MUSTEMOSSENL e v wmue amuc @ /(@)
otal 113 milsme iMoo me
Back to list.
In order to get back to the list of details, click th&ck to listbutton.
+ {Transnational Project Meetings
e
Mestrrg 1L Mewteg nle
033C3-TrE2C00Y ™™
h'.y-d Duratios moagvie AL al)
Start Oww Fat Daw
Qa0 - 2014 =
Recomwn) (Ugavnascn Recorwmg Contry Revonmy Coy
Sowarrysiene Misdzynarcoowe] | Miedzykuetirows Polang Aachalowo
Youwill be redirected to the list of detail line(s).
Meeting Receiing Aeculviog Pearmiber of Tetal Tetal
Meeoting 1) Tle St Date  Dsdd Dot Bocehisg Osganisstion Courary Ciry Panicipars (Calcutated) (Adjusnd)
(13114 e 3 ’ < o STRE T e Medrranse . 48 P2 .
o TP 08001 o GUISANS: JWNEY  Medrybaitivoes) Wy L& o, ——— MIFR S 320504 ’
ol % nilsme I
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Project Details

1 "Project Details" page.
I Changes to "Project Details".

"Project Det ails" page.

21



Explanation and illustration

Once you clickn the project'sGrant Agreement Ndrom the Project List menu, a new screen v
opendisplaying theProject Details

The key details of the project are structured in the following fields:

Context information, National Agency Project information Beneficiary Organisatiorinformation
andProject AccessThe screen also presertistory information, giving details of the creation of th
project in MT+, last update and person (or system) that upd#tedproject last.

Note that theProjectDetailscontent is quite similar for all key actions, with some action specific fit
However, the project tabs for KA1KA3 are different than for KA2 projects.

Mobility Tool+ Release 2.5.0 introduced a newdfiedlledProject Main Objectiven the project details
screen for2016 KA2 Strategic Partnership$ a project's main objective Exchanges of Practicéisen

project tabsintellectual Outputsand Multiplier Eventswill not be availableThese tabs will mly be
available for a project whose main objectivddisvelopment of Innovation(see Menu and Navigation

22



National Agency

Whawseg page

Maticnal Agenty: FIROT - Agencs Erasmun s Fiance | Eouc st
Fpemator
Fot Aurther datads abest prur Matong Agarey siease czoault e

Beneficiary Crganssation information

Project List
- ~ 1 ') - -
Q
Matonal Call Lken Teatenit Paggect Fad Amanionet D tarnd Poagecr

H ageecy Guae Bgrewrmst Bl Yomr  Type Logl Naree Upetwond a6 Date Da Daxdger Nudget ZTep Hog wit  Stata

O Flun ! uan sum " s td cria L ' L0t t - ™

ki [: o : I g choes v 'ae e . ¢ " =

NOLFOWN ETHE
o nm ' AT m NAET SRV LNT AM :“ ol ovmm L0 TEM 0 S —
12140
Project 20 FROT-XA201-022635 | Dutwds I )
Project Details
Context information Project informaton Project Access
Progrmeme: Casmey+ Grovs Agresoant Mo, 20151 TR0V A2 N v s 2080 W peoject: Aavs
Koy Action: KAZ - Coopeaton Sor smpvation i T sechange o Mattenal 1D Access to Progoct Lt Accens ts Papce
good pacices =
v Poopmtt Titde: Meanbt - razem 2atamres Project is fochoe [
Acion Typer KA Dirstegic Partrerstips v schodl sducaser :
r Progact Actomym: PRI
Call Yoar; 2510
Progoct Statum T oo (g
i 1 - "
. Parmeeship beewosn mglase: ¥ History information
Stant of Project: JUINRIG -
E--wu Main Otjmetion: Exctumges of Pr '.,.j
vt of Projece 210670 Crmmed by M4 St
Frojoct Duration moottal W Cromed on: 1007200 1205
- Updated by 2y

N 20T
Logol Nome reeramt b Creavaem On Livmoge
Derlnow Nama: Commmmnats Ermain m Lmoges

Full lngal namn (Natvnal Langusge)
View Beneficiary

Organisation
information

Updated co: 217

NINEE 3 1)

See the information
about the latest
updates here!

Changes to "Project Details".

Explanation and illustration

The project details such as: tReoject Title the National 10 the Start and Endof Projectcannot be
changed in the tool. To request changes to these project details, please contact your National A

It is possible to add and remow&ontacts Mobilities and Participants as well as to edit the currer
Budgetinformation. See more information about editing details in variblasv-to pages of the guide.
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How to read the Project DashboardHE and VET projects
only)

The project dashboard is only available for HE (KA103 and KA107) and VET (KA102 and kek14.6)

Please, note that for 2016 projects only those mobilities that are completed (not in draft) are inclu
the statistics on the dashboard.

Dashboard

Top Partneny fiumber of Mobslitiey (Totah) Satus of Mobiliters (Total)

%G Matiers S¢ Mitelera of Ju Vursm™e ®w o - e 3 ~ - - Mo, § @ S bww
F -

View Dashboard for "Project".
View Dashboard for "Students".
View Dashboard for "Staff".
View Dashboard for VET ‘dreer".
View Dashboard for VEStaff'.

=A =4 =8 =8 =4

Explanation and illustration

TheProjectdetails tab is split into several saindows which covers the following statistickdta:

Top Partners.

Number of Mobilities (Total).

Status of Mobilities (Total).

Budget- Mobility Grants (Total).

Budget- Mobilitiy Grants per Mobility Status (Total).
Total Duration (HE Student / VET Learner).
Average Duration (HE Student / VET Learner).
Total Duration (Staff).

Average Duration (Staff).

Number of Participant Reports (Total).

=A =4 =4 4 4 -4 -4 -8 -4 -4
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1 Number of Participant Reports (Total Expected).
1 Number of Participant Report3¢tal invited).

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty che
be displayed containingNo data availablé message.

For call year 2014 Total Current Grant = Total Grant Adjusted.

For callyear 2015 Total Current Grant = Total Grant Calculated.

For call year 2016 Total Current Grant = Total Grant Calculated.

PR - b Bat by Do | b S 4P St e —— S Vou m—

.. .. . '| |~ < ‘
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View Dashboard for " Students".

Explanation and illustration
TheStudentdetails tab is split into several swindows which covers the following statistical data:

Top Partners

Number of Mobilities (Students).

Status of Mobilities (Students).

Budget- Mobility Grants (HE Student).

Budget- Mobility Grants per Mobility Statu$lg Student).
TotalDuration (HE Student).

Average Duration (HE Student).

Number of Participant Repor{$lE Student).

Number of Participant Reports (HE Student Expected).
Number of Participant Reports (HE Student Invited).

=4 =4 =4 4 -4 -4 -4 -8 -4 -4

Notes:

Whenever there is no datavailable to present or to perform necessary calculations, an empty cha
be displayed containingNo data availabl®é message.

For call year 2014 Total Current Grant = Total Grant Adjusted.

For call year 201§ Total Current Grant = Total Grabalculated.

For call year 2016 Total Current Grant = Total Grant Calculated.

27



View Dashboard for " Staff".

Explanation and illustration

TheStaffdetails tab is split into several swindows which covers the following statistical data:

TopPartners

Number of Mobilities (Staff).

Status of Mobilities (Staff).

Budget- Mobility Grants (Staff).

Budget- Mobility Grants per Mobility Status (Staff).
Total Duration (Staff)

Average Duration (Staff)

Number of Participant Reports (Staff).

Number of Pdicipant Reports (Staff Expected).
Number of Participant Reports (Staff Invited).

=4 =4 =4 4 -4 -4 -4 -8 -4 -4

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty cf
be displayed containingNo data availabl®é message.

For cdl year 2014 Total Current Grant = Total Grant Adjusted.

For call year 2018 Total Current Grant = Total Grant Calculated.

For call year 2016 Total Current Grant = Total Grant Calculate

Wby tos < mer

Dasshcoars
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View Dashboard for VET"Learner".

Explanation and illustration

ThelLearnerdetails tab is split into several saindows which covers the following statistical data:

Top Partners

Number of Mobilities (VET Learner).

Status of Mobilities (VET Learner).

Budget- Mobility Grants (VET Learner).

Budget- Mobility Grants per Mobility Status (VET Learner).
Total Duration (VET Learner)

Average Duration (VET Learner)

Number of Participant Reports (VET Learner).

Number of Participant Reports (VET Learner Expected).
Number of Participant Reports (VET Leailngited).

=4 =4 =4 4 -4 -4 -4 -8 -4 -4

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty cf
be displayed containingNo data availabl®é message.

For call year 2014 Total Current Grant = Total Grant Adjusted.

For call yeaR015¢ Total Current Grant = Total Grant Calculated.

For call year 2016 Total Current Grant = Total Grant Calculate

Mobility taof o= sewsmsmmt s Mo e
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Explanation and illustration
TheStaffdetails tab is split into several sutindows which coverthe following statistical data:

Top Partners

Number of Mobilities (Staff).

Status of Mobilities (Staff).

Budget- Mobility Grants (Staff).

Budget- Mobility Grants per Mobility Status (Staff).
Total Duration (Staff)

Average Duration (Staff)

Number of Paiitipant Reports (Staff).

Number of Participant Reports (Staff Expected).
Number of Participant Reports (Staff Invited).

=4 =4 =4 4 -4 -4 -4 -8 -4 -4

Notes:

Whenever there is no data available to present or to perform necessary calculations, an empty ¢
will be displayeatontaining No data availablé message.

For call year 2014 Total Current Grant = Total Grant Adjusted.
For call year 2018 Total Current Grant = Total Grant Calculated.

For call year 2016 Total Current Grant = Total Grant Calculate
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How to manage organisations

For most key actionthe organisation details can not be changed in MT+ but should follow the process of
anamendment

Organisation details that are entered indRHURF and Participant Protal gujdshould first be updated
there before the National Agency will be able to adjust the detailsarNAs Project Margement System

Once changes have been applied, the updated data will be sent to MT+.

The contact person of the beneficiary or coordinating organisation will receive a notification once the
updated information is sent to MT+.

Open the list of "Organisations".

View organisation details.
Organisation details are not updated?.
Edit organisation details.

= =4 =4 =4
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http://ec.europa.eu/education/participants/portal/desktop/en/home.html
http://ec.europa.eu/programmes/erasmus-plus/documents/manualurf_en.pdf

Open the list of "Organisations".

From the list of tabs, click on ti@rganisationgnenu item.

Mabiity Tool < MyHome % | hitp//cBuact_epect WBview x|
W hrp i HSenct] 1o ceconint S0 e minhitty/ yyste v st/ indes el ayouthemizivipmie * C - Googie P OB $+ #

|8 Most Viseed ®  EACITT TRAINING - EA.. [l ITS-Promete IT - T B Rt - Link Coltection ®  ECAS trmning profides ... XC Standards for howto’. X How to mamage Bulk ...

European Commission

Mobility tool FAcPre

Project 2014-1-UK01-KA201-000229_3  Dwtails

The list ofOrganisationswill appear.

Project 2014-1-UK01-KA201-000229 3  Owtals | Ogmasstioas | Comacts  Prupect Marageint s Inpumental Tranwnatsns Propct Musting

Project & Beneficiary Organisation

Q
A o
Pubilic
= Uenoficiory Coordinator Partner (GR1.EN) PIC Legol Namo Doparmontficdy Non-profit Country Ciey Roda
S o yh . a
0 v x x WU avaliotstawens i, Menra v * Poland Oblegerek  Benshciory [
Sanuewcrs w Odlegorko
0O x x v SUGEH M4 Vasgakurniun ouy v v Eanlwng Vieazshoshl Fatnw ™
R R Briligey s —
0 x x v 940643450 ecole $emanare Jolot-Cuse v v Fraoce a Fanne
Qege
0 x X v MITI68D X Basusthool Bemandys x v Nathectands EXTT Pannw ™
Scoals G riska Lenc.
0 x x v HRGITIE o aneatench v v Romanta Pascan) Fannw =)
Pascani
x X v 2264506 CEIP Cudad do Valenzia v v Scaa Madne Fatner ™

x x v W2367eN Adrazhoias x x Swedan Saiz Fanne

o
: " S Unted .
0O x v x SLEITEE Three Legged Cross Fest Schoal v v Wimbome Coordnater
Kingdom

10 25 = 100

View organisation details.
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Click orthe view icon to operOrganisation Detailscreen.

Public
i Bunwficiary Coordinator Partner (GR1EN) PIC Logal Noemw DupartmentBody Non profic Country City fole
Szhols Podstawnwn im Hearyha
o v x x 54784350 Siar “ v x Polang Obiggorek Benedcary @
0O x x v 0953441 Vanskumeun kodu v v Fmiang Vasahoskl Partrat -

Organisation details are not updated?.

The organisation details for most key actions will be updated as a result of an amendment reque
should first be updated in URF and then by theilNthe NAs Project Management System

Fle View Setup Tools Window Help
x ‘!—? J % m V) Find organisation .. z N
Qe & | we Pt Orvre.
=] #pokcaen Foat .
! o Pt Fi Project Code 20141401 KAZS1000229 3
=5 4 ~ a = - 882500
:""’"" == —- T | Restesowa im. Heeryka Sienkiesseza w O}
',"‘"" A The following organisations received updates from URF: PR s
& Bereld
& Potcpastn
) Thvee 1
- e | -
= A : =
" P ‘ ¢
@ o BP0
@ A
S
£ Ced -
siciond M * Tots! of TransferedCashed Amount. caloula Totsl exchuding LFY
{ ) S—— vp— ] » Firal Grart Amount Paymert is craated and assigned a stetus other ther planned
i T Valdaton Repont v
o G fegoms |y Pmcedsm | Feed Oota Message
*eb  Payments l . Msnogement » Propect Orce wpon an Emenus Tale (Tradtionsl A The cunert Prosct o vald

Edit organisation details.
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For certain Key actions e.g. KA103 and KA107 additional organisation detailsadaetdeThese "host"
organisations can be managed by the beneficiary organisation.

In this casedditional icons will be present on screen to allow editing (pencil icodgletion (bin icon) of
the organisation.

Please note that you can not delete an organisation if it is associated to a mobility or activity.

Project & Beneficiary Organisation for 2015-1-FRO%KA107}014829 J§

Hereficlary (GR1 £ INC Cogamicion I Lrammun Cote Co Bensticiary Luget Mame Depanmeretiody Coustry  Chy
v - : 1 A e 5 edaat . ‘ MONT 4 ) 4 — == = g
P yad 14 . TMED EURECOM Fraren B

(=] v
v
v
v
,,,,, v
v /
I

How to manage contacts

The projectcontact as indicated in the application form will automatically receive an email when the
project is created in the Mobility Tool+. The project contact can create additional users for the
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organisations. Edit access can be given to other contacts of thelioating or beneficiary organisation.
View access to the project can also be given for KA2 projects.

Quick steps

1 1.Clickthe project reference.
M 2.Click the "Contacts" menu item.
M 3.Click the "+Create" button.
1 4.Fillin the details
0 4.1 Select the oganisation.
0 4.2 Allow access to project?
0 4.3 Indicate as "Preferred Contact"?
0 4.4 Indicate as "Legddepresentative"?
0 4.5 Contact details are the "Same as Organisation"?
T 5.Click on "Save".
M 6. Click on Delet&on.

Detailed steps
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1. Clickthe project reference.

Click on the project reference to open a project.

optas

Mobility tool

VR UMEL Fisandelion ANy

oo Mropec Lt

Welcome ECAS FAC_TRAINING

B trason e

Liast Agrecment No National 10 Uher's sl i project

8 1elong Learnmg Programene

Crmss Agreewmess o Maneasl K
» af
R

About the tood

Motuliny Tool Iy he yystem i the
TAnapemane ol mobITy ProfecT) Mt recesved
o0 1 grar wredey the Ufetong | ewrring eml
Eranmms s programwnes. The Tool 1y developed
oy v Eexopasn Comminaion S you, A1
taenef\iiaries il There rrgECTy

1 the Modithty Tool posl will be abde 1 grovde
A8 the wrlarmanan om yiut peagects, sterfy
PaIOpants and ialbnies, (Ompiete and
e Judget mioemalion, genesdie ded
Tofow o ot ipan| repai s and gererate
atel Syl v e PEpMTINL 1wt Ndtrendl
Ageniy
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2. Click the "Contacts" menu item.

Europeas Commission

MObl“ty tOO EAC Draciornte-Gensal for Educabon and C

Project 2013-1-UKD1-KAZO1-000225_3 | Oviele | Ovpassstan 1951 Musagmsant v i1egbemonatee O ar A g Friges Mowt
) 2 (e [ L ey ¥ 2 s -l Ik " e t Pyt t Giwwmns Dnaty »

Project Detalls

Context information Project mformation Project Access

Programmme: Saemes Panmenhip Mantilier: 20183 0003 CA2ET.000023 Uset's rade i projocs batwficonry
Moy Action: AT - Coopamtan be kevavation and e Gt Agrewmant Mo 2008 S U1 A8 1000223 Accams 1o Projoct: Ede Accans w Propdt

hare of goed s
o AT TR Naronsl 10 Project s locked, [
201 & s
Actiun Typer: KA - Shrateg Patrushups ke sctiasl Project Tiet Osce upon 1 Ecasmwn Ta (Trastions!

wtizsten
A3 300 Languages acrons Eange|

Call Yoar: 2014 2

: A o s History Information
o Osly Schoole 57

Sasn of Project 31992014 Crmatmet bry: 145 S0

End of Projomt JUVN0T Crustnd om: 19112815 1150 18

Propect Sacalien foiink: Beneficiary Organisation informaticn Updated by: ECAS EAC_TRANIG

Updaned on: 081120015 1006 10

[GRY M) MG, MO0

Naticnal Agency Cooedinaton [
Legad Name: Sxvow Fodstasaws v Hatrhs

Nationsd Agency: FLEY - Fountaton b e Baeriemczs w Ofeguthu

Oewogman o Mo [ hcation Hystem "
" Busitess Mame 270 Otdegant
Foc Srthnr detads adeut your Ustona Agency. pledss "
CoNBet the Hiestg POQ0 Fadl begal namwe Matinmal Lasgrage)
e, AL BITTER MU ETITIS WS T PRun e

rtzmel ajEwniote e

The list of contacts appears. The full list of project contacts as entered in the application form
entered here.

Pagot? D914 UNS) 20 0002 2% -

List Contacts =

- ———— - . — - =
- - - — —— - - » s
- _— — - . - "y

- - - - v v =

—— — - — ———— - . "/
— - - — e - - - v R/
— - - —— —~ e - v v » s
- - - So— ——— - - =™
- — - — =
- [ - - — - v =
- — — —— —— - aranss . v _ W
- - — —vo— — — . . v v ny
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3. Click the *+Create"button.

To add a new contact click on theCreate"button and complete the contact details.

Projec! 2014-5-UKD-KA2D 1000229 5 "ot pemmary  Latetes
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A
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- tansé — e Sepetinnt st
o s " e o Sty Bossren
ol
© s g BEERNGhE A Sah bese [ i ]
v,
T U —— - [P .
O mimem T T - —— — i S - Sy ke
[~ R S - - - ey -
0 et et b - - e
O umriie s s | o st Adsestise e Shas
T T —— Vrase e Smamer  Soaben soes misets
T s T SR ey - Sty Cnpteni
€ wrx g Crvn v - —_— - L atracetans

L Lo

e @ra .

g .

<dearistimes

«demrizzemas

ety

]

IRz

v " v
v = Kl
» = v
» = .
» = v
» . Kl
- = -

» » "
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4. Fill in the details.
4.1. Select the organisation.
Select the organisation from the drop down list. This will affect the check boxes that are active.

ThelLegal representativeheck box is not active for the beneficiary organisation. Only once the co
is indicatedn the NAs Project Management Syster® a legal representatiyéhe boxwill be checked.

@

[~ ]
—

4.2. Allow access to project?

Depending onthe organisation you select, severtcess to Projecoptions (check boxes) may t
available. Check the box the option to allow the contact edit or no access to the project details ir

For KA1 and KAS3 projects, it is only possible to allow contacts of the Beneficiary organisatic
access.

For KA2 projects (excluding those as indicated as schools only) a contacta fimemticipating
organisation may be provided access to view the project but will not have access to edit the |

details.
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For KA201 indicated as schools only the participeganisations contacts can be given access to \
the coordinator's project. The contacts from the coordinating organisation can be given access f
all participating organisations' projects.

parti participating organisations'pjects.
4.3. Indicate as "Preferred Contact"?

Checking the boRreferred Contactill highlight the contact, in the organisation list, as the preferi
person for that organisation. There can only be one preferred contact per organisation. F
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beneficiary organisation the preferred contact will receive the automatic notificatidren the project
data is updated in EPlusLink and resubmitted to MT+ by the National Agency. By default thit
project contact as outlined in the application form but may be changed to a newly created contz
the beneficiary contact person in MT+.

4.4. Indicate as "Legal Representative"?

Please note that the legal representative details can not be adjusted in MT+. To adjust th
representative details please follow themendment process.

Legal representative check box is not active. Only once the contact is indicated in the National A
project management system EPlusLink as a legal repiasenwill the box be checked.

4.5, Contact details are the " Same asOrganisation"?

Click on"Same as Organisationto copy the organisation address and phone details to the cont
details.

055 Country

ul. Gimnazjaina 15 Poland v

Region PO, Box
Swietokrzyskie v Strawczyn
Post Code CEDEX
26-087
City Telephone 1
Oblggorek +48413030429
Telephone 2

Contact Comments

Cancel
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4 3. Indicate as "Preferred Contact"?

Checking the boRreferred Contacwill highlight the contact, in the organisation list, the preferred
person for that organisation. There can only be one preferred contact per organisation. F
beneficiary organisation the preferred contact will receive the automatic notifications when the pr
data is updated irthe NAs Project Managnent Systemand resubmitted to MT+ by the Nation:
Agency. By default this is the project contact as outlined in the application form but may be chan
a newly created contact for the beneficiary contact person in MT+.

4.4, Indicate as "Legal Representative"?

' Please note that the legal representative detainotbe adjusted in MT+. To adjust the lec
representative details please follow th@mendment process.

Legal representative check box is not active. Only once the contact is indicated NWAth®roject
Management Systeras a legal representatiyéhe boxwill be checked.

4.5, Contact details are the " Same as Organisation"?

Click on"Same adOrganisation"to copy the organisation address and phone details to the cont
details.

| egapardress Country e
/" >
//ul Gimnazzaina 18 Foland '\.
\1
J \
[ \
Hegiom PO. Box
Swagtokriyskie A Strawczyn
Post
ity Telogaone 1
Qolqgorek +48413030422
leko
tHact
\ /
\
\\ ///
\\ = S /
200y
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5. Click on 'Save"

To save the data, click thi&ave"button.

Samy 55 Organisation
Legal Address

ul. Gimnazjaina 15

Region

Post Code

26-067

City
Oblggorek

Telephone 2

Contact Comments

Swigtokrzyskie ‘v

Country
Poland t;

PO. Box

Strawczyn

CEDEX

Telephone 1

+48413030429

6. Click onDeleteicon.

Click on thebin icon to delete a contact.

Y\ pleasanote that the legal representativeannotbe deleted.

——rre Commant |

Tee [

Lownt Nonre
e —— D L e ——
s = I 4 . v =7
i Ly v ms G
- = — s v Y v . W 4
AP - euiies » =z v v B

44



How to manage mobilities for KA1 and KA3 projects

Each Erasmus+ key action is divided into different action types depending on the intended programmes
objectives and target groups. Activity types therein further divide such action types into homogeneous
groups of participants encoded as mobilities witMiobility Tool. Mobilities represent the sending of a
particular individual from an origin country to a destination country typically within the set of Erasmus+
programme countries. Depending on the activity type concerned each participant in an Erasmity mo

is entitled to receive funds for travel, individual support, special needs, exceptional costs, etc. Mobility
tool allows Beneficiary Organisations to manage all this information in a coherent and meaningful manner.

Videos not available in pdf, wont print format

These videos add here for this chapter can not be printed. All of these videos but were made available to
the National Agencies last year to be distributed via their own channels.

Length  Version Commeits
of video of Tool

7min MT+ This video was created using screenshots from MT+ 1.7.1. Deviations fro
03sec 1.7.1 current screen layout and that of this older version may be noted but the t
functionality remains the same.

This process describes the steps to befganed by a beneficiary user in orde
to add a mobility using the interface of MT+.

The scenario used in this video demo is based on the addition of mobility
higher education project KA103, for activity type Student mobility for stu
between progamme countries. Some fields are only relevant for KA103. Fi
which are required for other action types or activity types, will be missing f
this scenario.
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http://ec.europa.eu/education/tools/mobility-tool/index_en.htm#adding

How to export and import mobilities using xIs or xIsx
Quick steps

Click théMobilities" tab.
Select "Import Export" option.
Click the "Export XLS" or the "Export XLSX" button.
Click the "Saveél€&" radio button.
Click on "OK".
Enter a name in the "File name" field.
Click on "Save".
Doubleclick to open the file.
Updatethe list of Mobilities.
Click on "Import".
Select your document.
Click on "Open".
Check the "Import Status".
Qick the blue hyperlink when the file is exported.
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B

Detailed steps
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1. Click the "Mobilities" tab.

Click on theMobilities tab of the project.
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2. Select "ImportExport" option.

In the dropdown list,clickthe Import - Exportoption.
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3. Click the "ExporiXLS" or the "Export XLSX" button.

Depending on the Excel file format, click tBeport XL®r the Export XLSXutton. In this case, we
will click theExport XL®utton.

import - Expor for 2015-1-FRO1-KA107-014887

| & samas 3o bt (e |
Export Stusant MobiBes and the sesocinled Import Siata >
Qrganisations ncomason
bogeet Tue g By Tow [ ke Sleve

L nulx.nmﬂ%c
F

Export Steff Mobifes and the associaled
Qrganhations mioemasion

2 Eoon L5 REgon ad (R Egert s

Freane saiect an rpert e for B Nosirtey

& woon
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4. Click the "Save File" radio button.

A popup window appears. Click theave Fileadio button.

Opening 2015-1-FRO1-KA107-014887_Mobilities_Export_studentsxds  ES

You have chosen to open:
E;] 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

which is: Microsoft Excel 97-2003 Worksheet (21.0 kB)
from: http://cfOeactl.cc.cec.eu.int:6086

What should Firefox do with this file?

) Openwith | Microsoft Excel (defautt) v
Qo SOVC File

|| Do this automatically for files like this from now on.

oK [ Cancel

5. Click on "OK".

Once you have clicked ttgave Fileadio button, click on th@©Kbutton.

Opening 2015-1-FRO1-KA107-014887_Mobilities_Export_studentsads  ES

You have chosen to open:
@J 2015-1-FR01-KA107-014887_Mobilities_Export_students.xls

which is: Microsoft Excel 97-2003 Worksheet (21.0 kB)
from: http://cfOeactl.cc.cec.eu.int:6086

What should Firefox do with this file?

) Openwith | Microsoft Excel (defautt) v
Qo SGVC File

[ Do this automatically for files like this from now on.
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6. Enter a name in the "File name" field.

Enter the name of the report in thEile naméfield.

7. Click on "Save".

Click theSavebutton.
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